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STREAMLINED DCA RENEWAL FILING 

Pre-Conditions: 

1. SCBOS user has a valid SCBOS or e-Apps user name and password and has 
logged on to SCBOS at www.scboc.sc.gov. 

2. SCBOS user has filed in the previous year a DCA filing either using paper or 
online with SCBOS. 

3. If the person who filed the DCA Renewals last year on SCBOS is unavailable, 
another person can select the “Sign Up” to establish an SCBOS account, i.e., 
establish their own user name and password.  

Basic Path – Main Success Scenario 

1. SCBOS user selects the “Consumer Affairs Renewal” link on the User Workspace: 
Summary screen in the Featured Application/Filing area. 

 
 

 

2. SCBOS user reviews the Introduction screen and selects the “Continue” button.  
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3. SCBOS user enters the specific business 7 digit DCA Registration # on the 
Registration Number screen and selects the “Continue” button. 

 

 

4. SCBOS user verifies the Business Information on the Verify Business 
Information screen and selects the “Yes” radio button and selects the 
“Continue” button. 

 
 

5. SCBOS user verifies the previous year’s DCA Filings on the Current Filings 
screen and selects the “Continue” button. 
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6. SCBOS user identifies “Yes” or “No” whether the Business is solely rent-to-own on 
the Rent-To-Own Question screen and selects the “Continue” button.  

 

 

 

7. SCBOS user answers the 5 questions on the Filing Questions screen and selects 
the “Continue” button. 
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8. SCBOS user changes the address, adds locations or effectively deletes a location 
by unchecking the checkbox on the Consumer Affairs Locations screen and 
selects the “Continue” button. 

 

 

 

  
 

 

 

9. SCBOS user verifies the DCA Renewals to be completed on the Information Step 
screen and selects the “Continue” button.  The DCA Renewals displayed are 
based solely on the answers to the previous questions. Note that SCBOS may find 
that certain filings may be discontinued or require an original filing to be added. 
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10. SCBOS user enters the Business FEIN on the Business SSN or FEIN screen and 
selects the “Continue” button. 

 

 

11. SCBOS user enters the mailing address for the Business’s main location on the 
General Business Mailing Address screen and selects the “Continue” button. 
 

 

 

12. SCBOS user confirms the Designated Agent or changes/enters the name of the 
Business’s designated agent on the “Designated Agent Name” screen and selects 
the “Continue” button. 
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13. SCBOS user confirms the Designated Agent or changes/enters the mailing address 
for the Business’s designated agent on the Designated Agent Address screen 
and selects the “Continue” button. 

 

 

14. SCBOS user verifies or updates the name of the Business’s Contact Name and 
Phone Number on the Filing Contact screen and selects the “Continue” button. 

 

 

15. SCBOS User verifies or updates the information pre-entered on the Officer 
Information screen then Selects “Continue.” 
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16. DCA Renewal scenarios 

Depending on which DCA Renewals were previously filed and how the SCBOS 
User answered the filing questions in Step 6 and 7, many DCA Renewal 
scenarios can exist.  

To complete each specific DCA renewal workflow, refer to the SC Consumer 
Affairs Renewals Checklist. 

 

17. SCBOS User will review the Conclusion Screen for accuracy and selects 
the “Continue” button.  

 

 

18. SCBOS user verifies the summary information, and then selects the “Continue” 
button. If the information needs to be corrected, select the “Previous” button as 
many times as needed.  
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19. On the Add to Shopping Cart Screen, the SCBOS User will be asked to add 
the DCA renewal to the shopping cart by selecting the “Continue” Button. At 
this point the DCA Renewal has not been completed. To complete the DCA 
Renewal, the SCBOS User needs to go through the check out and payment 
process on SCBOS. 

 

 
 

20. SCBOS user ensures that the Consumer Affairs Renewals checkbox is selected in the 
Pay column next to DCA Renewal and selects the “Checkout” button. 

 

 
 

 
21. The SCBOS User confirms items to be paid and selects the “Continue button. 
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22. The SCBOS User selects the payment method desired and then selects the 

“Continue” button. 

 

 
 
 

23. If the SCBOS User selects “Credit/Debit Card Payment” on the previous screen, 
then the SCBOS User provides the Credit Card / Debit Card Account Information 
and selects the “Continue” button. (Skip to step 26) 

 

 
 

24. If “Electronic Funds Withdrawal (EFW)” is selected on the previous screen, the 
SCBOS User must confirm the funds are from within the United States and then 
select the “Continue” button 
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25. SCBOS user provides the EFW Account Information and selects the “Continue” 
button.  

 
 

 
26. The SCBOS User will confirm the account information and select “Authorize”. 
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27. The SCBOS User will receive Payment Confirmation information and can:  
 
1. Take Survey and View/Print Receipt 
2. View/Print Receipt 
3. Return to Shopping Cart 

 
 

SCBOS encourages SCBOS users to take the survey and then View /Print their receipt. 
This information is used to help guide future development and feature enhancements. 

The receipt contains the business information completed.  The renewal receipt can be 
used in the interim until the official DCA Certificate is received. Note, that if the 
payment is voided, the renewal is voided.  

 
28. After reviewing and printing the receipt, the SCBOS User can return to the user 

workspace and proceed with other filings. 
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